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--- Which typewriter? 


PEED, reliability. Qualities of a great 

daily . . . and these typewriters. In 
newspaper offices all over the land 
Smith-Coronas take a pounding from 
reporters, re-write men, feature by-liners. 
They stand up well, with the same free- 
dom from breakdowns that has served 
industry through heavy-pressure years. 

For the needs of manufacturing, 
transportation and business, more and 
more new Smith-Coronas are becoming 
available. .. machines that give promise 
of surpassing even the “old-timers’’ 
rugged performance. 
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Mak ers also of as 


Smith-Corona Portables 
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“CLASSIFICATION 213” 


The CO'd been looking for a “213” (stenographer, to you)— 








that was the beginning of his Army adventures for this G.I. 
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Sergeant Kerrigan at his desk in Japan, 
ready to “take” the General 
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TI Ve 7 
10se First Days At Work 
: c l 
f * 
By a British Typist* 
iy \ iss! t al 
: e had forg to make a copy 
\ I as.” I repli I am sorry 
KSOTT I 5 caliy ct 
; ave. Miss W x vweadmis That's all very we ep Mis 
s a kindly 5 I in, “but | int you t I 
and gave i S Start that ctvping W I ills $ 
Busines : t is well as a ‘ ti \ 
| s 1 . 11h entally ins ss 
( t \l Miss i 1 i lesk t 
$s Wa t \ t | ig i 
M \\ LATER Miss Brenna , 
( ‘ y : tha to n l g t down q : 
. ' i jul kly I ad 
( t t rather nicely, | i 
t i d done tha s neatis 
y was i1n it it is hardly dis 
' S iv § ible Surely 1 
S g Miss B an will s« 
it | ka \ Vnat 
| | REPORTED ight 
\ Vhen Miss Bre 
‘ i ‘ i 1 Weve 
‘M 
‘ } ‘ 
I s quietly 
take dictation of th ( sending a 
lat 
\ iddress 
t LD 
S .oberts 
g Yes, Mis I 
: t " era 
ip I s 
\s \{r. David Roberts.’” 
I ! i\ 
I lett 
' i sy 1 
. —_— 
bb ht maybe he 0 heip me tind that AN ELL . lbs 
copy?” I stammered itself out and I was 
) int \ me, W e foll vere not s 
tell me to make one, did you?” 1 t irticular about tails. Details 
No, | Int.” said Miss Brenna ut how I hated the word that day! At home 
I thought 4 l been tramed wgan to feel a little sorry for mys« 





Weren't you ta t im sé yl that there Miss Brennan had expected rather a 
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Paid To Type Right 


You can eliminate those errors 





399 





that jeopardize your paycheck 


LLOYD 
Col.- 
York 


ity 


New 








Beginning a course of First-Aid 
to the troubled typist, in which 
Mr. Lloyd tells us how, 











WHY DO YOU MAKE MI 


STAKES? 


‘ ' 


i hree faulty habits le at t t most 
typing mistakes 
1. Wrong fingering 
2. Neglected post 
> Stumblebugs 
()itice typists } ‘ gering 
cy did not, they v not ave j bs 
s typists, because t ability to type by 
h is dependent upon the ability to « 
tiie k vs by Is 9 the ( ect fingers 
it tice typists are ire t s I 
tine » la Its 
sfur is ortant t com . & the 
I ition Of latigus t perso il appear- 
ce the h ~ cours but it ts 
mously 1 rtant to « iracy m typing 
kach time you change your position at 
ma « ) | \\ s u move 
t left, shiit t giit cross you icct 
ross t mov ) ve back—vou 
Ang leng airect | 
ch the keys 
U moment 5 inger goes at the 
r angie t id .* jietter \ few 
s later i \ | ive § tted toward 
< git J gocs almost Straignt wp to 
ca that sank ] because vi il 
swered the telep « und sre ed t a 
siti irer t eft side the k 
ird, your finger goes 10% 5s to make 
C idet 1K il reac 
Hey Jay s ts. “Mak ip you 
1! When you want a y, am I supposed 





up, or over, or sideways?” 


Siting posture hoes to your hngers 

at someone ild do to yo ibits of 

ulking it he made y n the 
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scaiators 


YOUR teachers knew WwW oImpo 


\ rtant it 
is for you to make e reach in the 
ume manner day aiter day; that is why 


said so often in 
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Did You Know That? 
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THE LONG AND SHORT OF IT 


Having learned how to express every sound in shorthand, you 
are ready to start shortening by blending and abbreviation 
JANET KINLEY GREGG 


Cat Ce Go Co" 


hlend blend, blend 


} en 
blend, blend 


bh | by n 


of a7 79 Re 
irae 


‘ : you-you an, fo-ge0d, our-hour-are, wili-well, 
il sir, put, be-by-but, is-his, for, have, you will be, 
can be can eo, of this, reterabie al] co, says- 
system, present-presence, bill-built, society, friend- 
\ () \ t s that at friendly, value 
47 
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: rr) 1 } ‘ +) — 
g pri adds « sly to the is. forms that were short to the eye, Some 
f ting f these forms were models of ingenuity 
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Tal | word blend n ple: bot that was all. as they were very slow 
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Practice on Abbreviating Principle 


Words supplementing the examples in the Manual, grouped under the 
Four Principles for Abbreviating presented in Pars, 193-198 
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short ey of w s by dropping t 
< . sev whi ‘ 1 be n 
\ ‘ hy \ thy 
CX; t , roe i 

P— if 
— C— 9 -w/—  — 
4 
_— y 
a 
—eo oO , ao = —~f— 
f/f 


DriLL ON ABBREVIATED Worps 


Shorthand on pace 403 





¢ strong vowel 


G pl written through 1 : 
abuse, accuse, aloud, anvicty, arrive-arrival, bright 
cloud. combine. compensate, compete. conceivable 
conceive, confide, crowds, curiously, decidedly, dec- 
orate delightful deprive desperately, doubttu 
doubtless, engagement, expedite, hesitate, imitate 
invites, loudly loval-lovalty operator, peculiar 
penetrate, perceive-proceed, polite, politely, poorly, 
portrait preside prevail, privately, procedurs 
proprictor-propriety, purely, purest, refusal. relate 
repeatedly, reside, revival, revive, sincere, singular, 
slight, strikers, tolerate, undecided, unite, violate 

Grove 2 (abbreviated as in longhanc amount 
balance, f.o.b magazines, nos. numbers pre- 
paid, P.S., repaid, unpaid 

Group 3 (written throuch the accented syllable 
access-accessible, anxiously, artificial. assemble-as- 
sembly, attribute, beneficial, benevolent, brilliance- 
brilliant, calculate, clever, color, conjunction, codp- 
erative, customary, delegate, deliberate delinquent 


depositors discrepancy, evaggerate-exvaggeration 
tunction, gratitude, ignorance-ignorant, imagin- 
able imaginary, inaccessible, inconvenience-in- 


covenient, initial, injunction, master, moderate 
novel, originals, pleasantly, precarious, prejudices 
preliminary principally privileges, relatives, re- 
luctant, resemble, scientific. singly, struggle, sul- 
fers, unanimously, unions, unpleasant 






Group 4 (following sound added to accented 
syllable absolutely, accident, accident accom- 
plishment, adequate, adequately, administer, ad- 
ministrative, administrator, aluminum, apprecia- 
tive arbitrary asparagus, atmosphere, cancellation, 
celebration, colonial, competitor, confidential, con- 
fidentially. constitutional, contemplate, contempla- 
tion, cordial, credentials, duplicated, duplication 
elegance-elegant, eminent-imminent, eminently-im- 
minently, enormous, enumerate, essentials, exer- 


cise, gigantic. impartial, inadequate, incapable 
incorporate, incorporated, indication, indignant, 
irrigation, journalism, journals, liberal, linoleum 
location, marvelous, materialize, miscellaneous 


municipal naval, necessities, negotiations, obvious- 
ly, opposite, pamphlet, participate, participation 
presidential, provincial, reciprocate, recuperate, 
remnant, remuneration, residential, separation, sep- 
arator, silverware, splendidly substitutes, sub- 
Stitution, surrender, syndicate, titles, trifles 
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Nhorthas Pposite page 

(Imitled Large starvation merde marcl 
orchid, orchestra, ordain, ordinarily, organism, dis. 
rganize, ornament extraordinary ordinal retort 
exhort orchard transverse resource, warmth 
warning unwarranted warp worms endors 
servant, swarms, export. border boarder pat ' 
tern, modern, term, firm f 

: : \ 

Indicated by Rever ing Circle on Straight Line 
She shear shee irdely, larger ledgers 
edéer knee amy near me mere tea. tea 

tell tease, tell us, tears; day, days, dare, dares; < 
may my mar ma mails, mail us duty | 
duties debtor debtors mones many mann 
manners; cleanly, cleaner, cleaners; dingy, danger 
die, dire tre, tire, ties, tires; ham, harm; hea 

heed. hid heard therd hit (heat hurt: forts t 
foretell; Emma, Erma funny, foreigner; finely } 
finer rashly rasher readily readers quiet. 4 
quieter putty putter plainly plainer on 
ewner (honor homely, Homer; openly, opener ; 
oddly ‘orderly, odor oddity auditor musty b 
muster mustard tat tart usually wisher 
(usher); neatly, neater; mighty, mater; lusty 

ister: lately ate atte ads laddie j 


edge, urge; harshly, harsher; gateway, guitar; 





\. harder, hardware; signee, signer, signers 


sorter sweatils sweaters sweetly sweets 
commonly. commoner weights waiter car ' 
candor heauts better army. armor witty “ 
ter, wittily; trimly, trimmer; stay, star (stair 
dreamy dreamer totte toetters, totally tightis 
ghter stcamy\ steamer strangely stranger 
sunny sooner roomy r mer rur rT tT rye . 
rudely, rudder dad, dared gushv, gusher when » 
nn earn (whether or not emit, hermit ' 
Between Strokes: has ha hazard bead, bird 
t. pert: conceit, concert neern: exit. evert j 
asset, assert; deceit, desert (dessert inset in- 
sert descend discer debater Parts sicade 
serge seamen sern ncimsion nsert ' dec 
sion, desertion mat mat might mart, mightris ' 
nartvrs ad aid ird giddy girder gauntls 
guarantee cad, card k cur kitten, curtair 
veto, virtue: fleet (flit flirt: fame, farm: genera 
journal. 
' 
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Dont Be a “Yes” Man 
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A Comparative Drill on R Forms 

















paying $1.60 an hour 





NELLIE BRIGHTON 


e “Flower Magic™ q 
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“Heaven Protects the Working Girl” 


A Modern Concept of the Situation 


BORIS RANDOLPH 


YWLLOWING 
. ele \f ‘ 


(See page 


Corres 


BOX 
BUTTE] 
CAR 
COW 
CREEPE! 
CUP 
DRAGON 
EASI 
EY! 
ON 
GLORY 
GLOVI 
HARI 
HAW 
HEARTS 
HEA] 
HER 
HOCK 
HOLLY 
HONEY 


2, HOOD 


3. LA 
4. LADY 


25, LARK 


{24 for the 


inswers. 


LO] 
VIONKS 
MORNING 
NATION 
OX 
PEA 
PRIM 
PUSSY 
ROS] 
RUNNER 
SCARLE] 
SLIP 
SLIPPE| 
SNAP 
SPUR 
SUCKLI 
SWEET 
THORN 
LIGER 

17. VENDEI 
VIRGINIA 
WILLOW 
Woop 
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At the Sign of the 











send your questions to Informa- 
Desk. The Grece Warrer, 270 
New York 16. 


not necessary, a 


tron 
Madi-on 
um. us 


postal ecard will do. but be sure to 


Avenue. 


letter is 


give vour name and address. 








l. What is 


the correct form the fullew- 
Dr. John Doe 
Hlerttord, North Carolina 
Dear doctor Doe Is this form correct? 
2 Et cetera in a sentence. Is the “and 
sed betore et cetera’ = ae. 2. We Ux 
t I i t 
st erson 
‘ < ‘ wor 
l if 4 i it > 
) Dox 1) | c\ 
the D 
2) As t we “et 
A i 
xfore ft 


) 
-_* Piease tell us if it is proper to capitalize 
alers if it is used as a tithe or subject ot 
1 tter Such a subject as Sub-Dealers,” r 
cample Also inform us of the proper hyphen 
{ compound adjectives and adverbs ending 
n ‘ when they come betore the words thes 
modits i 1) Pee 
~ 
‘ ? i 
; ~ 
i 
: I 
\ ;_ 
i 
Ye ' 
. , S 
, ives , o ’ 
. i! 
? 
CCE s t 
* 
3. Will you please tell me which is correct— 
special or specially—in the following sentence: 


Ile expressed a willingness to handle 


cial (specially) 


ords., the above pertains to 


first-shift 


In other w 


handling of specific cases of 
FY 





the cases of first-shift employees. 


employees 


spe- 


special 








INFORMATION DESK 


but it 
should be 


correct; 
and 


\iv boss maintains 
seems to me it its an 
specially."—E. B. M 


“special” is 


adverb 


You have raised an interesting questi 
wut the choice of spectal or specially in 
the sentence you quote 
Webster does list special as an adverb 
is vell as an adjective. 
Many adverbs have two forms, one the 
ne as the adjective, the other ending 
in ly; as slow, slowly; quick, quickl 
and so on. The current tendency favors 
t ise of the shorter form in informal 
speaking and writing, and the ly form in 
I e formal s tences 
erefore there would seem to be au- 
y i thr xpressio to and! 
We would prefer \ 
; t and specially bett 
‘ a as ‘to give special 
gt the case, ek 
1. 1) When typing from a written copy is it 


reper te type your initials at the endF 
2) When typing a copy of a typewritten let- 
ter de you put sour initials after the initials 
already on the copy? For instance, a letter 
from the Jones Co. to ovr office has to be 
copied; is it preper to put vour initials alter 
the JJ Is and then yours? Or is it all right 
if you copy it JJ Ils and put vour initials on 
the bottom of the page, or not at all?—A. / 
1) In reply to your first questi 
] , is . 
should say that as long as the direc 
| 
tation is enclosed within § quotat 
: - : : ‘ ; ‘jeigs 
narks, it 1s immaterial wit or not 
copyist types 1 Is Mmitals excepting 
+} 1 
Ss there may ve need tor k ga ( ) 
’ , 
who actually did wing. In many 
) ips 1 st) ) Ces \ ‘ rv 1 
; r t< t' ’ 9 exe t thy 
te d mater ’ , c ( { PY 
ears t R t report . 
. $ Cluls 1 i\ the typist 
t 1 scm 11 ! . m ft 
Q et tal srt , il r 
. , o tvped the s t yhnen, and 
\\ it { ) Situations 
ré t il ~ ? _ ’ i 
*; : ‘ i 
( itively > i mal Message 
he usual methods of indicating who type 
the message are tollowed 
, 
(2) Ou INSWe ib licates that 
r ] ill ] ri 
irely wi vour s¢ l « $ rise 
, 
‘ to put te (Continued on page 422 
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Sidelights of Business 











oe 4 “66 INCH EXECUTIVE’... IN — 

















OFFICES THE IMPORTANCE OF AN 
EXECUTIVE IS INDICATED BY THE 
j LENGTH OF HIS DESK. WHEN 
' HIS JOB IS IMPORTANT ENOUGH 
FOR A DESK OVER FIVE FEET HE 
BECOMES A “66 INCH | 
EXECUTIVE® VIRTUALLY 
ALL EXECUTIVES GET 
WOOD DESKS, BUT SOMETIMES 
THE LESSER FRY ARE GIVEN 


DESKS OF LESS ATTRACTIVE 
MATERIALS. — 


wr 
































ING 





FREE WHEELING... 
POSTWAR DESK MODELS 
WILL BE ON RUNNERS, WITH 
LEGS ELIMINATED ACCORD- 


FURNITURE INSTITUTE. THIS 
GIVES MORE TOE ROOM; PER- 
pat = FREE WHEELING OF THE 





TO THE WOOD OFFICE 

















COUNTING DESK... 
PAYMENTS IN Busi- | H 
NESS TRANSACTIONS jew 
IN ANCIENT ENGLAND 
WERE FIGURED ON | 

f 

i 








COUNTING DESKS. 
LINES WERE RULED 
ON THE SURFACE TO 
REPRESENT TENS, 
HUNDREDS, THOUSANDS. 
COUNTERS, Like POKER 















CHIPS, WERE PLACED 
IN THE SQUARES. 








EGYPTIAN OFFICE... 
CLERICAL WORKERS IN 
ANCIENT EGYPT PRINTED 
HIEROGLYPHICS ON SHEETS 


OF PAPYRUS STRETCHED 
IN A FRAM 
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L, REG 


IT’S TIME WE SMARTENED UP! 


lis your future! Why postpone that success you want to win 
in the business world? Get a head start while still in school 





FLORENCE E. ULRICH 
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Fashions in Speech 


BROWN strode con- ACOUIRIN 
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April Test Material 


{All clubs of test papers should be accompanied by a typewritten list of names to expedite 
checking and insure accuracy in making out certificates ipril copy is good as member 
ship tests for ©) 1 I ce 2 and ¢). ( 1 untii receipt af the May 194h issue 


Senior O. A. T. Test 


INSTRUCTIONS Ivpe the tabulation on one sheet centering the heading Iype the letter 

wreferably on a letterhead, supplying name and address and the current date Correct any additional 
rs not marked in the cops 

\iinimum office standard: Satisfacters werk on first writing in 40° minutes 


TABULATION TEST 
U. S. DEPARTMENT OF IABOR STATISTICS-—— 
HOURS AND EARNINGS IN sAANUFACTURING AND Ceti 
NONMANUFACTURING INDUSTRIES 
September, October and Novekmber 


Industry Group or Industry Average Weekly Average Weekly 
Earnings Hours 
Nov. Oot. Sep. Nov. Oct. Sep. 
t $ $ 
PAPER AND ALLIED FRO pe TS) 41.25 41.14 40.96 45.7 49.8 45.9 
Paper and Pylp te, 44.81 44.86 44.46 47.9 48.2 47.8 
Envo lo pes "138.37 37.81 38.12 44.1 43.7 44.9 
Paper Gags 3674 36.65 37.28 43.6 43.6 43.5 
Paper Boxes 37.42 37.18 36.98% 6.6 43.7 43.6 
PRINTI G, PUBLISHING;)¢,.a,- 
tia INDUSTRIES / 4957 48.04 48.89 41,f 41.6 42.2 
Newspapers and Periodicals 52.28 52.29 52.54 38.5 $9.1 39.5 
Printing, Book and Job 47.25 45.90 474%) 43.3 42.9 43.7 
1j thographers 52.65 SIZ6 50.62 45A3 44.7 44.7 











Dear Sir: These figures, which we are glad to send you, are based 
upon reports from codperating establishments covering both full 
and part-time employees who worked during any part of one pay 
peiod ending nearest the 15th of the month. BerAs not all re- 
porting firms fu nj shed man-hour data, averaze hours and averace 
BEARDS on vnincs for indivigual industries are based on a ahghthy 
smaller sample than are weekly ean.ngs for the ourrept and 
immediately preceding mnths are subj ®et o revision. (os 

You willotice that the Ave age Hourly \Earnings do not appear 
in the tabulation--but I shall get those fi gures/gerK you, and send 
them along in a day o> two. ‘hen you oan have your secretary 
revise the whgle tabulation,so that you may\keep it in your active 
folder. WeWould appreciate an acknowledgement of thiG’ material. 


ng CL nha Cmenng Ta 


Junior O. A. T. Test 


INSTRUCTIONS Ivpe the following copy, single spaced. Put heading in all caps. Be sure you 


type cvenis and turn 1 : eat ob 

SPECIAL CHECKING AC-_ the account ‘s maintained. Checks will 
COUNTS Deposits may be made be accepted for deposit only if drawn 
at or mailed only to the office at which to the order of Contins » perce ¢ 
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April Competent Typist Test 


Use double spacing in fyping this test 


lo find the ross mumber ' werds you write, divide ere number aft ‘ hy ‘ then f@duct ten 


Since this book is an arbitrary selection, we do not 
feel obliged to explain anything or to apologize for 
anything. A great deal of modern humor has been 
born and is growing up which would never have seen 
the light and would still be in the dark if it had not 
been for the receptive attitude of The New Yorker to- 
ward new writers, and for its solid conviction that 
humor is an art born and not a barbershop fitting. As 
for the pieces themselves, we do not pretend that 
they are thoroughly representative cf that magazine's 
humor; we have not even included some of our favorite 
writers, confident that they will endure this horrid fate 
with characteristic poise. And my wife thinks it would 
be well to add that where we have used two pieces by 
one writer and one piece by another writer, it does not 
mean that we think the first man is twice as good as 
the second. We may think he is only half as good and 
are trying to cover up. In the back of the book you 
will find a list of authors with their dates. Even with 
no birth date they can be assumed to be living. 

One of the things commonly said about humorists 
is that they are very sad people—clowns with a break- 
ing heart. There is some truth in it, but it is badly 
stated. It would be more accurate, I think, to say that 
there is a deep vein of melancholy running through 
the life of everyone and that a humorist, perhaps more 
sensible of it than some others, compensates for it 
actively and positively. Practically everyone has his 
up moments and his down moments, and you certainly 
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do not have to be a humorist to taste the sadness of 
a situation or a mood. But, as everyone knows, there 
is often a rather fine line between laughing and crying, 
and if a humorous piece of writing brings the person 
to the point where his emotional responses are untrust- 
worthy and seem likely to break over into the opposite 
realm, it 1s because humorous writing has an extra 
content. It plays, like an active child, close to the big 
hot fire which is Truth. And sometimes the reader feels 
the heat. 

The world likes humor, but it treats it patronizingly. 
It decorates its serious artists with laurel, and its wags 
with Brussels sprouts. It feels that if a thing is funny 
it can be presumed to be something less than great, 
because if it were truly great it would be wholly 
serious. 

Canby says that a sense of humor is worth gold to 
any writer, but I disagree with him. For the writers 
who amass the greatest gold have, it seems to me, 
no sense of humor; and I think also that if they had, 
it would be a terrible thing for them, for it would 
paralyze them so that they would not write at all. 
For in writing, few humorists have become really 
famous, so that their name is known to everyone in 
the land in the way many novelists and other solemn 
literary characters have become known. 

Well, I did not intend to go off onto the broad sub- 
ject of humor, I do not think I agree that humor must 
preach in order to live. It need only speak the truth— 
and I notice it always does. As for this book, I think 
the truth is in it. We hope that there will be spots, 
there and there, where our taste will coincide with the 
taste of the reader, and that enjoyment and profit will 
result.—Adapted from the Preface of “A Subtreasury of 
| {merican Humor” by E. B. and Katharine S. White. 
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Typist Practieal Speed Test 


Here is copy this month that will give your comma and shift keys a workout for sure, 
on that paragraph of proper names. Our secretary typed it in five and a quarter minutes 
How does your time compare with hers, and with vour 


(first writing) with three errors. 
own on the regular C.T. Test this month (page 412)? 
HATS OFF TO THE PAST—COATS OFF TO THE FUTURE! 


Strokes 


Doff your hat to the past and step ahead! 

Hats off to the patriots, the scientists, the painters, the writers, the 1] 
sculptors, the business builders, the inspirers, the pioneers, the philos- 
ophers, the inventors, the poets and preachers, the generals and G. I. Joes, 26; 
the doctors and nurses, the educators and actors, the good and the great } 
who have built the foundations of a world that will endure through peace. 415 

Hats off to men like Washington, Lincoln, Pasteur, Rembrandt, Galileo, 
Edison, Leonardo, Plato, Spinoza, Osler, the Mayo Brothers, John Paul 
Jones, the Wright Brothers, Marconi, Andrew Carnegie, Mozart, Mark 623 
Twain, Daniel Boone, Paul Revere, Thomas Jefferson, Colin Kelly, Ben 692 
Franklin, Ralph Waldo Emerson, Henry Thoreau, Steinmetz, Phillips 738 
Brooks, George Washington Carver, Browning, Longfellow, Goethals, $23 
and a host of others who have left their footprints on the sands of time. 898 

We are divinely appointed heirs to all the men of the past have achieved. 3 
We stand on the plateau of their thoughts and deeds. Ahead of us are 
the glistening peaks of things still to be done. The great of yesterday 
have climbed part way up the slopes. But the mountain tops remain to 
be conquered. 

A man with his coat off stands facing the sunrise. His back is turned 
on failure, disaster, and disappointment. Mankind’s wrecked dreams and 
hopes are behind him. He faces the golden future. He heroically faces 


the challenges of new horizons. His direction is forward not backward, 148 
upward not downward. 151 
His is the task to take the glory of yesterday and the opportunity of 15s 
today and weave them into the shining tapestry of a finer tomorrow. That 165 
man is you. HeisI... he is all of us. 169 
We live in an unfinished world with a great pile of unfinished business 1768 
before us. What has been done has been glorious. What remains to be 1838 
1 


done is tremendous. Hats off to the past, coats off to the future.— 
Wilferd A. Peterson, in the “McGill News.” 
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the depositor. Any such check subse- 
quently returned unpaid wil] be charged 
to the depositor’s account and returned 
by mail. 

The Bank reserves the right to refuse 
payment on a check drawn on any form 
other than the regular Special Checking 
Department check purchased from the 
Bank. Books or fillers of check forms, 
consist of twenty checks. 

Checks will be cashed for the deposi- 
tor only if they are drawn by him on 
the Special Checking Department form 
and on the office at which the account 
is maintained. 

Statements of account, together with 
cancelled vouchers, will be mailed or 





on such dates as the Bank may elect. 
The Bank will render a statement of 
account at any other time at the re- 
quest of a customer upon the payment 
of a service charge. 

The name of the Bank should not 
be given as a reference. The Bank 


will not undertake to answer credit 
or other inquiries. 
Accounts inactive for a period of 


one year are subject to a maintenance 
charge. 

The account relationship may be 
terminated by the Bank at any time 
by mailing a notice accompanied by a 
check for the balance. 
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In addition to receiving the award, Honorable Mention is given in 
these columns to the students submitting the five best tests in each 
group during the previous month. This is a noteworthy honor for 
which every student should strive. 
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Transcript of Mr. Mickell’s Notes 
On Page 421 


(Taken from an actual court case) 
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Correcting Posture Faults 
of Secretaries 
NEW YORK HERALD TRIBUNE 
NECRETARY’S slump” its a « 
posture fault among girls w 
vi 1 typewrite 1 massive ledgers. I 
stead of nsciously sitting up straig 
ey unconsciously hunch farther and 
farther ver their work until a round 
shoulderline mars their figures 
The tendency to round shoulders may 
be counteracted with exercises. On f 
them, to be done a few minutes each day 
is to lie flat on the floor with a fol 
towel under the shoulder blades. Flatt 
shoulders on the floor by pressing back 
hard on the towel. After several days 


muscles will begin to contract and 


back 
help hold the 
\ narrow 


shoulders back naturally 
table or an 
resting on two chairs, and two heavy 
books, are the props you need for this 
knees flexed 
arms hanging book in 
hand, slowly raise your arms to table level 
several 


next one. Lying on the tabl 


down and a each 
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oD. Which of the following is correct 
You will find a self-addressed envelope en- 
clesed. or, You will find an addressed envelope 


enclosed Mw. A. 


6, “A savs the kt 


letter of January 11 


llowing is correct ‘Your 


addressed to Blank De- 


partment, Washington, D. (¢ has been referred 
to this Regional Office for reply 

B says regional office should be written 
in small letters Which do you consider cor- 


rect?>—M. G 
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Mr. John Brown, President, or John Brown, Pres- 
ident; also; 
be much discussion in our office over these two 
points. I shall appreciate having a clarification 


L. M. D 


enclose or inclose? There seems to 


Business « mands that 
iddress of a lette some tit! t respect 
preced the personal nam Mr.’ 1s al 
Vays correct | 1 man if n ther title 
known 

Two titles t sa ' 
ncorrect, however is \f lohn Scott 
Esquire” or “Dr. Henry Wilson. Ph.D? 

\ business designation following — the 
name is not considered a titl Therefore 


your first choice is the correct form: “Mr 


John Brown, President.” 

The spellings enclose and inclose ar 
both correct In legal usage, h \ 
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WHO'S WHO IN SHORTHAND SPEED 


No. 100 and No. 200 on Our 200.0 pm List 
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Answers to “Flower Magic™ 
Quiz on Page 406 
BONWOOD ro 
BLT TERCUP 
CARNATION 


? 
COWSLIP 
1] FOXNGLOVI 
l4-1 HARERBEI /™ 
15-44 HAWTHORN 
l HEARTSEAS | 
17 HEATHER 
19 HOLLYHOCK 
$2? HONEYSUCK 
}- LADY SLIPPEI 
25-41 LARKSPUI JA 
3-47 LAVENDE]I ‘ 
7-46 LOTUS 
8-2? MONKSHOOD co 
12 MORNING GLOW 
I-10 ON EY] 
PRIMROS|] 
1-49 PUSSY WILLOW 
7 SCARLET RUNNEI - 
$10-§ SNAPDRAGON SY 
$3- SWEET PEA r 
$5- LIGER LILY 
VIRGINIA CREEPER 
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You Can Buy It 
Batson’s 


SIDNEY M. KATZ 


From the March, 1944, “Coronet” 


Copyright, 1944, by Esquire, Inc., 
919 N. Michigan Avenue, Chicago, Illinois) 
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J. F. WINCHESTER 
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Who Christened Your Town? 


EDDIE FORESTER 
in “The Woman” 
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Graded Letters 


By A. E. KLEIN 
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Graded Letters 
By A. E. KLEIN 
For Use with Chapter Eleven of the Manual 
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High Finanee in the Admiralties 


BEN CASSELI 


From “Purchasing.” as condensed in “The 
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